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CHAPTER  XiV— EQUAL  EMPLOYMENT 
OPPORTUNITY  COMMISSION 

PART  1602— RECORDS  AND  REPORTS 
Higher  Education  Staff  Information  Report 

By  virtue  of  the  authority  vested  in 
it  by  section  713(a)  of  Title  Vn  of  the 
Civil  Rights  Act  of  1964,  as  amended,  42 
U.S.C.  (Supp.  n)  section  2000e-12(a), 
78  Stat.  265,  the  Equal  Employment  Op¬ 
portunity  Commission  (hereinafter  re¬ 
ferred  to  as  the  Commission)  hereby 
amends  title  29,  chapter  XIV,  psirt  1602 
of  the  Code  of  Federal  Regulations. 

On  May  7,  1974,  Uie  Commission  pub¬ 
lished  in  the  Federal  Register  (39  FR 
16158  et  seq.)  a  notice  of  public  hearing 
on  proposed  regulations  regarding  re¬ 
porting  and  recordkeeping  requirements 
for  public  and  private  institutions  of 
higher  education  embodied  in  the  form 
entitled  “Higher  Education  Staff  Infor¬ 
mation  Report  EEO-6.”  A  proposed  form 
and  instructions  were  published  as  an 
appendix  thereto. 

The  public  hearing  was  held  on  May  22, 
1974.  At  the  hearing  the  proposed  record¬ 
keeping  and  reporting  requirements  were 
explained  and  all  persons  who  had  re¬ 
quested  to  be  heard  testified.  Thereafter, 
^e  record  remained  open  imtil  May  29, 
1974,  and  about  fifty  written  comments 
were  received.  The  comments,  suggesting 
changes  in  a  number  of  sections  of  the 
form,  were  thoroxighly  reviewed  and 
many  adopted. 

The  following  modifications  were 
made.  (1)  A  block  (Part  1(A)(2))  was 
drawn  for  Inclusion  of  the  school  iden¬ 
tification  code  devel(H>ed  by  the  Federal 
Inter-agency  Committee  on  Education 
(F.I.CJE:.).  (2)  Provisions  were  made  to 
obtain  a  report  from  a  separate  central 
administrative  office  of  a  multicampus 
institution  or  of  an  institutioiud  syst^ 
(Part  KB)  (5)  and  (6) ) .  (3)  Part  1(D) , 
federal  contract  data,  was  modified  to 
delete  the  total  dollar  amoimt  of  federal 
contracts.  The  new  format  requests 
whether  the  Institution  has  federal  con¬ 
tracts  of  more  than  $10,060,  more  than 
$50,000,  and  more  than  $1  million.  This 
information  is  needed  by  the  Office  for 
Civil  Rights,  n.S.  Department  of  Health, 
Education  and  Welfare,  to  carry  out  its 
duties  imder  Executive  Order  11246.  It  is 
also  Intended  to  avoid  the  need  for  in¬ 
stitutions  of  higher  education  to  institute 
complex  accounting  systms  where  there 
are  multiple  federal  contracts  spread 
over  various  units  of  a  multicampus  in¬ 
stitution  or  of  an  institutional  system. 

(4)  Part  n  of  the  form  was  expanded 
to  provide  matrices  for  9-10  month  salary 
contracts  and  11-12  month  salary  con¬ 
tracts.  This  expanded  format  parallels 
the  method  customarily  used  by  the  Na¬ 
tional  Center  for  Education  Statistics 
and  the  salary  surveys  conducted  by  such 
organizations  as  the  American  Associa¬ 
tion  of  University  Professors,  the  College 
and  University  Personnel  Associations, 
and  the  National  Education  Association. 

(5)  Hie  category  “Deans /Assistant 
Deans’*  has  been  deleted  as  these  em¬ 


ployees  are  more  properly  classified  into 
either  the  “Executive/Administrative/ 
Managerial”  or  “Faculty”  category  de¬ 
pending  upon  their  primarly  responsi¬ 
bility.  (6)  In  Part  H,  Activities  3  and  4 
have  been  changed  from  “Instructional” 
and  “Professional  Non  Instructional”  to 
Activities  2  and  3,  “Faculty”  and  “Pro¬ 
fessional  Non  Faculty”  respectively.  (7) 
Part  n(B)  was  changed  to  Part  n(D). 
Row  2  now  reads  “Full-time  Staff  Paid 
in  F\ill  from  ‘Soft  Money’  Sources.”  This 
modification  removed  the  need  for  very 
burdensome  recordkeeping  and  account¬ 
ing  to  keep  track  of  employees  paid  in 
part  from  “soft  money”  sources.  The  ex¬ 
pression,  “soft  money”,  has  been  sub¬ 
stituted  for  “non-institution  budget 
sources”  since  it  is  more  clearly  imder- 
stood  by  institutions  of  higher  educa¬ 
tion.  (8)  Part  n(D),  Row  3  was  added 
to  obtain  separate  Information  on  For¬ 
eign  nationals.  (9)  Part  IKB)  now 
reads  “Other.”  This  was  added  to  obtain 
the  sex  and  race/ethnic  statistics  for 
those  full  time  faculty  members  with  less 
than  9-10  month  contracts.  (10)  *1110  sex 
and  race/ethnic  categories  in  the 
matrices  of  Parts  H  and  m  were  modi¬ 
fied  to  conform  to  a  directive  of  the  Of¬ 
fice  of  Management  and  Budget  order¬ 
ing  government-wide  standardized  cate¬ 
gories  and  definitions.  (11)  In  Part  m. 
Full  Time  Faculty  by  Rank  and  Tenure, 
nontenured  hu  been  expanded  to  obtain 
data  separately  for  nontenured  on  track 
and  other  nontenured.  “Deans/Assistant 
Deans”  has  been  deleted  from  this  sec¬ 
tion.  (12)  Part  IV,  Other  Employment 
Data,  was  changed  to  correspond  to 
changes  6,  10,  and  11  above.  Section  (b) 
was  delet^. 

Four  changes  are  refiected  only  in  the 
instructions.  (1)  Graduate  teaching  and 
research  assistants  and/or  associates 
have  been  deleted  from  coverage.  (2) 
Tenimed  faculty  members  who  are  paid 
in  full  from  “soft  money”  sources  are 
excluded  from  Part  H  (D.2).  (3)  Com¬ 
pletion  of  the  New  Hires  section  will  not 
be  required  for  the  1975  survey  year.  (4) 
The  National  Center  for  Education  Sta¬ 
tistics  has  been  deleted  from  the  defini¬ 
tion  of  the  Higher  Education  Reporting 
Committee. 

Three  amendments  to  the  proposed 
regulations  were  effected.  (DA  new  sub¬ 
section  (b)  was  added  to  S  1602.49  to  ex¬ 
clude  recordkeeping  for  tmdergraduate 
and  graduate  students  who  are  employed 
on  a  part-time  or  semester  basis  by  the 
institution  of  higher  education  or  by  a 
student  organization  sponsored  by  the 
Institution.  (2)  Section  1602.53  was 
amended  to  require  an  exemption  re¬ 
quest  to  be  submitted  45  days  prior  to 
the  date  on  which  the  report  must  be 
filed.  Finally,  (3)  the  reports  are  required 
to  be  filed  biennially  not  annually,  com¬ 
mencing  in  the  fall  of  1975. 

Part  1602  is  amended  by  adding  new 
subparts  O,  P  and  Q  and  by  adding  new 
S§  1602.47,  1602.48,  1602.49,  1602.50, 

1602.51,  1602.52,  1602.53,  1602.54  and 
1602.55.  These  amendments  shall  be¬ 
come  effective  July  1, 1975. 


Subpart  O — Recordkeaping  for  InstHutiom  of 
Higtiar  Education 

Sec. 

1602.47  Definition. 

1602.48  Records  to  be  made  or  kept. 

1602.49  Preservation  of  records  made  or 

kept. 

Subpart  P — Higher  Education  Staff  information 
Report  EEP-6 

1602.50  Requirement  for  filing  and  preserv¬ 

ing  copy  of  report. 

1602.61  Penalty  for  making  of  willfvilly  false 

statements  on  report. 

1602.62  Commission’s  remedy  for  failure  to 

file  report. 

1602.53  Exemption  from  reporting  require¬ 
ment. 

1602.64  Additional  reporting  requirements. 


1602.55  Applicability  of  State  or  local  law. 


Authoeitt — Secs.  709(c)  and  713(a),  86 
Stat.  108,  78  Stat.  262,  (42  UB.O.  (SuppH) 
2000e-8(c)  and  2000e-12(a) ),  29  CFR  1602.3. 

Subpart  O — Recordkeeping  for  Institutions 
of  Higher  Education 

§  1602.47  Definition. 

Under  subparts  O  and  P  of  mis  part, 
the  term  “institution  of  higher  educa¬ 
tion”  means  an  institutional  system,  col¬ 
lege,  university,  community  coli^e.  Jun¬ 
ior  college,  and  any  other  educational 
institution  which  offers  an  associate  de¬ 
gree,  baccalaureate  degree  or  higher  de¬ 
gree  or  which  offers  a  two  year  program 
of  college  level  studies  without  degree. 
The  term  ‘‘college  level  studies”  means  a 
post  secondary  program  which  is  wholly 
or  principally  creditable  toward  a  bacca¬ 
laureate  degree  or  terminates  in  an  asso¬ 
ciate  degree. 

§  1602.48  Records  to  be  made  or  kept. 

Commencing  August  1,  1975,  every  in¬ 
stitution  of  higher  education,  whether 
public  or  private,  with  15  or  more  em¬ 
ployees,  shall  make  or  ke^  all  records, 
and  Information  therefrom,  which  are 
or  would  be  necessary  for  the  comple¬ 
tion  of  Higher  Education  Staff  Informa¬ 
tion  Report  EEO-6  whether  or  not  it  is 
required  to  file  such  a  report  imder 
S  1602.50.  The  Instructions  for  comple¬ 
tion  of  Report  EBO-6  are  specifically  in¬ 
corporated  herein  by  reference  and  have 
the  same  force  and  effect  as  other  sec¬ 
tions  of  this  part.*  Such  records,  and  the 
information  therefrom,  shall  be  retained 
at  all  times  for  a  period  of  three  years 
at  the  central  administrative  office  of 
the  institution  of  higher  education,  at 
the  central  administrative  office  of  a 
separate  campus  or  branch,  or  at  an  in¬ 
dividual  school  which  is  the  subject  of 
the  records  and  information,  where  more 
convenient.  Such  records,  and  the  in¬ 
formation  therefrom,  shall  be  made 
available  if  requested  by  the  Commission 
or  its  representative  imder  section  710 
of  'ntle  vn  and  29  UH.C.  161.  It  is  the 
responsibility  of  every  Institution  of 
higher  education  to  obtain  from  the 
Commission  or  its  delegate  the  neces- 


1  Note. — ^Draft  instructlona  were  published 
•8  an  appendix  to  the  proposed  regulations 
on  May  7, 1974  (39  FR  16169). 
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.sary  Instructions  In  order  to  comply  with 
the  requirements  of  this  sectl(xi. 

S  1602.49  Preserration  of  records  made 
or  kqtl. 

(a)  Any  personnd  or  employment  rec¬ 
ord  (Including  but  not  necessarily  limit¬ 
ed  to  application  forms  submitted  by  ap¬ 
plicants  and  other  records  having  to  do 
with  hiring,  promotion,  tenure,  demo¬ 
tion,  transfer,  layoff,  or  termination, 
rates  of  pay  or  other  terms  of  compensa¬ 
tion.  and  selection  for  training)  made 
or  kept  by  an  Institution  of  higher  edu¬ 
cation  Shan  be  preserved  by  such  Institu¬ 
tion  of  higher  education  for  a  period  of 
two  years  from  the  date  of  the  making  of 
the  personnel  action  or  record  involved, 
whichever  occurs  later.  In  the  case  of 
the  involuntary  termination  of  an  em¬ 
ployee.  the  personnel  records  of  the  in¬ 
dividual  terminated  shaU  be  kept  for  a 
period  of  two  years  from  the  date  of 
termlnatimi.  Where  a  charge  of  dis¬ 
crimination  has  been  filed,  or  a  civU  ac¬ 
tion  brought  against  an  institution  of 
higher  educatkxi  by  the  Commission  or 
the  Attorney  General,  the  respondent 
shall  preserve  similarly  at  the  central  ad¬ 
ministrative  office  of  the  Institution  of 
higher  education,  at  te  centhral  office  of 
a  separate  campus  or  branch,  or  at  the 
indl^dual  scho^  which  is  the  subject 
of  the  charge  or  action,  where  more  con¬ 
venient,  sill  personnel  records  relevant  to 
the  charge  or  action  until  final  disposi¬ 
tion  thereof.  The  term  “personnel  rec¬ 
ords  relevant  to  the  charge,”  for  example, 
would  Include  personnel  or  emidojmient 
records  relating  to  the  person  claiming  to 
be  aggrieved  and  to  all  other  employees 
holding  positions  similar  to  that  held  or 
sought  by  the  person  claiming  to  be  ag¬ 
grieved;  It  would  also  include  applica¬ 
tion  forms  or  test  papers  completed  by  an 
imsuccessful  applicant  and  by  all  other 
candidates  for  the  same  position  as  that 
for  which  the  person  claiming  to  be  ag¬ 
grieved  applied  and  was  rejected.  The 
date  of  “final  disposition  of  the  charge  or 
the  action”  means  the  date  of  expiration 
of  the  statutcoT  period  within  which  a 
person  claiming  to  be  aggrieved  may 
bring  an  action  In  the  United  States  Dis¬ 
trict  Court,  or,  where  an  action  Is  brought 
against  an  Institution  of  higher  edu¬ 
cation  by  a  person  claiming  to  be  ag¬ 
grieved.  the  Commission,  or  the  Attorney 
General,  the  date  on  which  such  liti¬ 
gation  Is  terminated. 

(b)  The  requirements  of  paragraph  (a) 
of  this  section  shall  not  apply  to  under¬ 


graduate  students  of  an  Institution  of 
higher  education  who  are  employed  part- 
time  or  temporarily  by  the  Institution  of 
higher  education  cm:  by  a  student  orga¬ 
nization  ^nsored  by  the  Institution  of 
higher  education.  Nor  shall  the  require¬ 
ments  of  subsection  (a)  of  this  section 
apply  to  graduate  students  who  are 
working  part-time  or  temporarily  in  non¬ 
faculty  positions  for  the  Institution  of 
higher  education  or  for  a  student  orga¬ 
nization  sponsored  by  the  Institution  of 
higher  education  or  are  working  part- 
time  in  faculty  positions  in  which  work 
assignments  are  primarily  for  fulfilling 
the  requirements  of  a  degree  more  ad¬ 
vanced  than  a  bachelor’s  degree. 

(c)  The  requirements  of  subsection  (a) 
of  this  section  shall  not  apply  to  applica¬ 
tion  forms  and  other  preemployment  rec¬ 
ords  of  non-student  applicants  for  posi¬ 
tions  known  to  non-student  applicants 
to  be  of  a  temporary  or  seasonal  nature. 

Subpart  P — Higher  Education  Staff 
information  Report 

§  1602.50  Requiremrnt  for  filing  and 
preserving  copy  Of  report. 

On  or  before  November  30,  1975,  and 
biennially  thereafter,  every  public  and 
private  institution  of  higher  education 
having  fifteen  (15)  or  more  employees 
shall  file  with  the  Commission  or  its  dele¬ 
gate  executed  copies  of  Higher  Education 
Staff  Information  Report  EEO-6  In  con¬ 
formity  with  the  dirrotions  set  forth  in 
the  form  and  accompanying  instructions. 
Every  Institution  of  higher  education 
shall  retain  at  all  times,  for  a  period  of 
three  years  a  copy  of  the  most  recently 
filed  Report  EEO-6  at  its  central  admin¬ 
istrative  office,  at  the  central  office  of  a 
separate  campus  or  branch,  or  at  an  in¬ 
dividual  school  which  is  the  subject  of  the 
report,  where  more  convenient.  An  Insti¬ 
tution  of  higher  education  shall  make 
the  same  available  If  requested  by  the 
Commission  or  Its  representative  under 
the  authority  of  Section  710  of  the  Act 
and  29  U.S.C.  161.  It  Is  the  responslbUlty 
of  the  institutions  above  described  In  this 
section  to  obtain  from  the  Commission 
or  Its  delegate  necessary  supplies  of  the 
form. 

§  1602.51  Penalty  for  making  of  will- 
fully  false  statemenU  on  report. 

The  making  of  willfully  false  state¬ 
ments  on  Report  EEO-6  Is  a  violation  of 
the  United  States  Code,  Title  18,  Section 
1001,  and  is  punishable  by  fine  or  Impris¬ 
onment  as  set  forth  therein. 


§  1602.52  Commission's  remedy  for  fail¬ 
ure  to  file. 

Any  instituUtm  of  higher  education 
falling  or  refusing  to  ke^  records.  In  ac¬ 
cordance  with  SS  1602.48  or  1602.49  of 
subpart  O  of  this  part,  or  falling  or  refus¬ 
ing  to  file  Report  EEO-6  when  required 
to  do  so,  in  accordance  with  §  1602.50  of 
this  part,  may  be  compelled  to  keep  rec¬ 
ords  or  to  file  by  order  of  a  United  States 
District  Court  upon  application  of  the 
Commission,  or  the  Attorney  General  in 
a  case  involving  a  public  institution. 

§  1602.53  Exemption  from  reporting  re¬ 
quirements. 

If  it  is  claimed  that  the  preparatiem  or 
filing  of  the  report  would  create  undue 
hardship,  the  institution  of  higher  edu¬ 
cation  may  apply  to  the  Commission  for 
an  exemption  from  the  requirements  set 
forth  in  Subparts  O  and  P  of  this  part 
by  submitting  to  the  Commission  or  its 
delegate  a  specific  proposal  for  an  alter¬ 
native  reporting  system  no  later  than  45 
days  prior  to  the  date  on  which  the  re¬ 
port  must  be  filed. 

§  1602.54  Additional  reporting  require¬ 
ments. 

The  Commission  reserves  the  right  to 
require  reports,  other  than  that  desig¬ 
nated  as  the  Higher  Education  Staff  In¬ 
formation  Report  EEO-6,  about  the  em¬ 
ployment  practices  of  private  or  public 
institutions  of  higher  education  when¬ 
ever,  in  its  Judgment,  special  or  supple¬ 
mental  r^orts  are  necessary  to  accom¬ 
plish  the  purposes  of  Title  VII.  Any  sys¬ 
tem  for  the  requirement  of  such  reports 
will  be  established  in  accordance  with  the 
procedures  referred  to  in  sectlcm  709(c) 
of  Title  vn  and  as  otherwise  prescribed 
bylaw. 

Subpart  Q — Records  and  Inquiries  as  to 
Race,  Color,  National  Origin  or  Sex 

§  1602.55  Applicability  of  State  or  local 
law. 

Hie  requirements  imposed  by  the 
Equal  Employment  Opportunity  Com¬ 
mission  in  these  regulations,  subparts  O, 
P,  and  Q  of  this  part,  supersede  any  pro¬ 
visions  of  State  or  local  law  which  may 
conflict  with  them. 

Signed  at  Washington,  D.C.  the  23rd 
day  of  May  1975. 

Ethel  Bent  Walsh, 
Acting  Chairman, 
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Appendix  I 

EQUAL  EMPLOYMENT  OPPORTUNITY  COMMISSION 

HIGHa  EDUCATION  STAIT  INFORMATION  (EEO-6) 

APPROVED  BY  GAO  B-1 80541  (R01S8)  INSTRUC* 

TION  BOOKLET 

Under  Public  Law  88-352,  Title  VII  of  the 
ClvU  Rlgbta  Act  oi  1964,  as  amended  by  the 
Equal  Employment  C^iportunlty  Act  ot  1972, 
all  InstitutlonB  of  Higher  Education  both 
public  and  private,  that  have  15  or  more 
employees  are  required  to  keep  records  and 
to  make  such  reports  biennially  to  the  Equal 
Employment  Opportunity  Commission  as  are 
specified  In  the  regulations  of  the  Commis¬ 
sion.  The  applicable  provisions  of  the  law. 
Section  709(c)  of  Title  VII,  and  the  regula¬ 
tions  Issued  by  the  Cmnmission  are  printed 
In  full  In  the  Appendix  to  these  Instructions. 

In  the  interests  of  consistency,  uniformity 
and  economy,  the  EEO-6  has  been  developed 
to  meet  moet  of  the  basic  compliance  re¬ 
porting  needs  of  various  Federal  government 
agencies  that  have  responsibility  with  respect 
to  equal  employment  opportunity.  A  Joint 
reporting  committee  will  represent  these 
Federal  agencies:  the  Office  for  Civil  Rights 
(OCR)  of  H.E.W.,  the  Office  of  Federal  Con¬ 
tract  Compliance  (OFCC)  of  the  Department 
of  Labor,  and  the  Equal  Employment  Op¬ 
portunity  Commission  (EEOC).  The  legal 
bases  (statutes  or  regulations)  for  the  data 
needs  of  these  agencies  are  referenced  In  the 
Appendix.  The  form  should  also  serve  as  a 
valuable  tool  for  use  by  the  institutions  in 
evaluating  their  own  programs  for  insuring 
equal  employment  opportunity. 

TTie  filing  of  the  EEO-6  report  Is  required 
by  law;  it  ia  not  voluntary.  Under  Section 
709(0)  of  Title  VII,  the  EEOC,  or  the  Attorney 
General  of  the  United  States  In  the  case  of 
a  public  Institution,  may  compel  an  Institu¬ 
tion  to  file  the  report  by  obtaining  an  order 
from  a  United  States  District  Court. 

1 .  Who  must  file 

Those  who  must  file  this  report  include  all 
In.stltutlons  of  higher  education,  both  public 
and  private;  institutional  systems;  colleges 
and  universities,  including  community  col¬ 
leges  and  Junior  colleges  with  15  or  more  em¬ 
ployees.  Campuses  within  a  multicampus  in¬ 
stitution  or  within  an  Institutional  system 
which  are  separately  administered  (such  as 
a  branch  of  a  parent  Institution  or  one  of  the 
admlnlstratively-equal  campuses  of  a  multl- 
campuB  Institution)  must  complete  and  file 
the  EEO-6  report.  Separate  administrative 
offices  of  a  multicampus  Institution  or  in¬ 
stitutional  system  must  also  complete  and 
file  the  EEO^  report. 

2.  Who  must  keep  records 

Every  Institution  of  higher  education  as 
listed  In  No.  1  above  with  16  or  m<m  em¬ 
ployees  must  make  and  keep  records  and 
statistics  which  would  be  necessary  for  the 
completion  of  the  EEO-6  form  as  set  fmrth 
In  these  instructions.  See  regulations  1602.48 
and  1602.49  in  the  Appendix. 

3.  How  to  file 

A  separate  r^ort  must  be  filed  covering 
total  employment  of  each  institution  as 
listed  In  number  1  above. 

In  all  cases,  the  original  and  three  copies 
will  be  returned  to  the  address  given  on  the 
first  page  of  the  form. 

4.  When  to  file 

This  report  must  be  filed  with  the  Equal 
Employment  Opportunl^  CoaunlSBlon  for 
the  first  tuns  no  later  than  November  80, 
1075.  Employment  statlstleB  should  cover  the 
pajroD  period  closest  to  October  1,  1075,  and 
biennially  thereafter. 


5.  Where  to  file 

Forward  the  completed  reports  In  quad¬ 
ruplicate  to  the  P.O.  Box  shown  on  the  EEO- 
6  form.  Requests  for  addltkmal  reporting 
forms  should  also  be  directed  to  the  P.O. 
Box  address  or  to  the  Higher  Education  Re¬ 
porting  Committee,  2401  “E”  Street,  N.W.. 
Washington,  D  C.  20506. 

6.  Requests  for  information  and  special  pro¬ 
cedures 

An  institution  (or  reporting  unit)  as  de¬ 
scribed  In  number  1  above  which  claims  that 
preparation  or  the  filing  of  the  EEO-6  report 
would  create  an  undue  hardship  may  apply 
to  the  Commission  for  a  special  reporting 
procedure,  submitting  a  written  alternative 
proposal  for  compiling  and  reporting  the  In¬ 
formation. 

Only  those  special  procedures  approved  In 
writing  by  the  Commission  are  authorized. 
Such  authorization  will  remain  In  effect  for 
one  reporting  year.  Direct  all  requests  for 
special  exemption  Including  proposed  special 
reporting  procedures  and  any  other  perti¬ 
nent  Information  to  the  Equal  Employment 
Opportunity  Commission,  Attention;  Office 
of  Research,  2401  “E”  Street,  NW.,  Washing¬ 
ton.  D  C.  20506. 

7.  Elected  and  appointed  officials 

Section  701(f)  of  the  Equal  Employment 
Opportunity  Act  of  1972  contains  an  exemp¬ 
tion  for  elected  and  certain  appointed  offi¬ 
cials  that  is  set  forth  In  the  definition  of 
“employee”  in  the  Appendix.  Based  on  the 
legislative  history  of  Section  701(f),  the 
General  Counsel  of  the  Commission  has 
ruled  that  this  exemption  was  Intended  by 
the  Congress  to  be  construed  narrowly.  This 
ruling  concluded  that  only  the  following 
persons  would  be  Included  In  the  exemption; 

(1)  State  and  local  elected  officials. 

(2)  Such  official's  Immediate  secretary,  ad¬ 
ministrative,  legislative,  or  other  Immediate 
or.  first-line  aide. 

(3)  Such  official’s  legal  advisor. 

(4)  Appointed  cabinet  officials  In  the  case 
of  a  Governor,  or  heads  of  executive  depart¬ 
ments  in  the  case  of  a  Mayor  or  County 
Council. 

No  other  persons  appointed  by  an  elected 
official  are  exempt  under  this  Interpretation. 
In  no  case  Is  any  person  exempt  who  Is  ap¬ 
pointed  by  an  appointed  official,  whether  or 
not  the  latter  Is  himself  exempt.  Further¬ 
more,  as  specified  In  Section  701(f),  the  ex¬ 
emption  does  not  Include  employees  subject 
to  the  civil  service  laws  of  a  State  govern¬ 
ment,  governmental  agency  or  jxilltlcal  sub¬ 
division. 

These  rules  will  be  applicable  to  public 
Institutions  administered  by  state  and  lo¬ 
cal  governments. 

f.  Confidentiality 

All  r^x>rts  and  Information  from  Individu¬ 
al  reports  are  subject  to  the  confidentiality 
provisions  of  Section  709(e)  of  Title  VH,  and 
may  not  be  made  public  by  EEOC  prior  to  the 
Institution  of  any  proceeding  under  Title 
However,  aggregate  data  may  be  made  public 
In  such  a  way  as  not  to  reveal  any  particu¬ 
lar  employer's  statistics. 

The  prohibition  against  disclosure  man¬ 
dated  by  Section  706(e)  does  not  apply  to 
the  Office  of  Federal  Contract  Con^illanoe 
and  contracting  agencies  of  the  Federal  gov¬ 
ernment  which  require  submission  of  EEO- 
6  pursuant  to  Executive  Order  11246.  Reports 
from  prime  contractors  and  subcontractors 
doing  business  with  the  Federal  government 
may  not  be  confidMitlal  under  Executive  Ot- 
der  11246.  Information  from  Institutions 
holding  federal  grants  may  be  disclosed  to 
the  public  by  the  Office  for  ClvU  Rights  as 
part  of  its  normal  program  activities,  and 


will  be  disclosed  to  the  public  in  response  to 
requests  for  EEO-6  data  as  required  by  the 
Freedom  of  Information  Act  (Pl<.  93-602) . 

Instructions  on  How  to  Preparr  the 
rq>ort  EEO-6 

Definitions  of  Terms  and  Categories  are 
Located  in  the  Appendix 

PART  I — identification 

Section  A.  Institution  or  campus 

Enter  the  name,  address,  and  zip  code  of 
the  respondent,  only  if:  the  preprinted  label 
Is  In  error,  the  respondent  Is  a  new  institu¬ 
tion,  campus  or  branch,  the  separately  ad¬ 
ministered  central  office  of  a  multicampus 
Institution  or  institutional  system  or  the 
respondent  has  been  renamed,  consolidated 
or  reorganized. 

Section  B.  Report  Covers 

Indicate  by  a  check  mark  the  Institution 
covered  by  the  report  whether  a  single 
campus,  institution,  a  main  campus,  or  a 
separate  administrative  office  of  either  a  mul¬ 
ticampus  institution  or  ctf  an  institutional 
system.  If  it  is  none  ot  the  above  check  other 
and  specify  in  the  space  provided  for  that 
purpose. 

Section  C.  Parent  institution 

Enter  the  name  of  the  parent  Institution 
whether  a  multicampus  Institution  or  In¬ 
stitutional  system  of  which  the  reporting 
unit  (branch  campus,  etc.)  Is  a  part. 

Section  D.  Federal  contract  information 

This  InfOTmatlon  Is  required  to  meet  the 
legal  requirements  of  the  OFCC  as  prescribed 
In  41  CRF  60-1.7  of  their  rules  and  regula¬ 
tions.  If  the  Institution  is  a  Federal  contrac¬ 
tor  and  meets  any  of  the  criteria  shown  It 
must  answer  these  questions. 

These  questions  are  to  determine  whether 
a  respondent  has  “Government  Contracts” 
within  the  meaning  of  Executive  Order  11246. 
as  amended,  and  the  level  of  funding  of 
those  contracts.  In  responding,  the  Institu¬ 
tion  should  be  careful  to  distinguish  between 
Federal  grants  and  Federal  contracts.  The 
Regulation  Implementing  the  Executive  Or¬ 
der  defines  a  Government  contract  as  “any 
agreement  or  modification  thereof  between 
any  contracting  agency  and  any  person  for 
the  furnishing  of  supplies  or  services  or  the 
use  of  real  or  personal  property.  Including 
lease  arrangements'*.  Research  Is  listed  as 
one  of  the  services  which  may  be  obtained 
by  contract. 

The  Institution  should  review  the  project 
documents  to  determine  whether  It  is  a  grant 
or  a  contract.  In  most  cases  the  face  sheet 
of  contract  documents  will  have  a  box  with 
the  title  “Contract  Number”  and  win  be 
signed  for  the  Oovmmnent  by  a  Contracting 
Officer.  SImllariy,  grants  will  have  a  “Grants 
Number”  on  the  face  sheet  and  wUl  be  signed 
by  a  Grants  Administration  Officer  or  similar 
official. 

In  addition  to  reviesdng  direct  Federal 
Projects,  institutions  should  carefully  check 
their  contracts  with  other  higher  education 
institutions,  industry,  and  other  organiza¬ 
tions  to  determine  whether  any  of  them  are 
Government  subcontracts. 

Under  Section  209(a)  of  Executive  Order 
11246,  the  penalties  tor  failure  by  a  Federal 
contractor  or  subcontractor  to  comply  may 
Include  termination  of  the  Federal  Govern¬ 
ment  contract  and  debarment  from  future 
Federal  contracts. 

FART  n — ^rULL-miE  STAFF  STATISTICB — 
OCCUPATIONAL  ACTIVITY 

Full-time  staff  statistics  should  include 
the  number  of  persons,  except  those  elected 
and  appointed  ofllclala  specified  in  number  7 
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above,  who  are  on  the  payroll  of  the  insti¬ 
tution  (or  reporting  unit)  and  are  classified 
by  the  institution  as  full-time  employees  in 
a  partictilar  Job  classification  regardless  of 
Job  title.  These  will  include  the  faculty  who 
are  on  sabbatical  leave,  and  they  should  be 
reported  on  the  basis  of  their  regxilar  sal¬ 
aries  even  though  they  may  be  receiving  a 
reduced  annuity  while  on  leave.  Persons  who 
are  on  leave  but  remain  on  the  payroll  should 
also  be  reported.  It  will  not  include  employ¬ 
ees  whose  services  are  paid  by  an  outside 
contractor  performing  a  function  for  the  in¬ 
stitution  such  as  custodial,  maintenance,  or 
food  service,  security,  etc.,  or  persons  who 
volunteer  or  donate  their  services  to  the 
institutions. 

A  person  engaged  in  two  or  more  separate 
activities  will  be  reported  as  full  time  in  the 
principal  activity.  The  Judgment  as  to  what 
constitutes  principal  activity  should  be  made 
by  the  institution  or  reporting  unit.  The 
occupational  activities  are  defined  in  the 
Appendix. 

Salary  will  not  Include  payments  in  kind 
such  as  housing  or  other  fringe  benefits. 

Every  employee  must  be  accounted  for  in 
one  and  only  one  of  the  occupational  activi¬ 
ties  in  Part  H. 

Section  A.  9-10  month  salary  contract 

Report  the  numbo'  of  full-time  employees 
working  \inder  9-10  month  contract,  by  the 
primary  occupational  activity  and  salary 
class  intervals  under  each  activity,  by  sex 
for  each  of  the  designated  race/ethnic  cate¬ 
gories.  Include  in  this  section  for  the  faculty 
r^)orted  in  Activity  3  only  those  faculty 
members  whose  base  pay  is  for  the  standard 
academic  year  of  two  semesters,  three  quar¬ 
ters  or  two  terms  of  a  “trimester”  program. 

Section  B.  Other 

Report  the  number  of  full-time  faculty 
with  lees  than  9-10  month  contracts  by  sex 
for  each  of  the  designated  race/ethnic  cate¬ 
gories. 

Section  C.  11-12  month  salary  contract 

R^>ort  the  number  of  full-time  employees 
working  \mder  11-12  month  contract,  or  an¬ 
nual  salary,  by  the  primary  occupational  ac¬ 
tivity  and  salary  class  intervals  under  each 
activity,  by  sex  for  each  of  the  designated 
race/ethnic  categories.  Persons  whose  sal¬ 
aries  are  not  determined  by  a  contractual 
arrangement  but  whose  pay  may  be  calcu¬ 
lated  as  an  annual  salary  will  be  reported  in 
this  Section.  Report  in  Activity  2  only  those 
faculty  members  whose  actual  duties  are  for 
11-12  month  contract  or  annual  salary. 

Section  D.  Additional  information 

1.  Persons  With  Academic  Rank  and  Tenure 

Report  In  line  1  of  D  the  number  of  full¬ 
time  staff  members  Included  in  Activity  1 
of  Section  A  and  C  Part  n  who,  although 
their  principal  work  is  within  the  activity, 
hold  an  academic  rank  and/or  have  tenure 
status  within  the  institution. 

2.  Full-Time  Persons  Paid  in  Pull  Prom  “Soft 
Money”  Sources  From  Non-InstituUon 
Budget  Sources 

Report  in  line  2  of  D  the  number  of  persons 
on  the  institution's  payroll,  employed  full¬ 
time,  who  are  paid  in  full  from  funds,  tradi¬ 
tionally  referred  to  as  “Soft  Money”,  that  are 
not  part  of  the  general  operating  fund  budget 
of  the  institution.  The  funds  may  be  from 
government  agencies  or  private  fovmdations 
for  programs  invcdving  public  services;  re¬ 
search;  capital  Improvements;  administra¬ 
tion  of  student-aid  programs  for  grants, 
work  aid,  and  loans;  and  other  miscellaneous 
services. 


Do  not  iiuslude  in  this  category  tenured 
faculty  members  even  though  they  are  paid 
from  “Soft  Money”  sources. 

8.  Total  All  Foreign  Nationals 

Report  in  line  3  the  number  of  employees 
who  are  foreign  nationals  and  are  employed 
full-time.  These  employees  should  also  be 
reported  in  either  Section  A,  B  or  C  of  the 
report. 

PAET  in - rUIX-TIME  FACULTY  BY  KAKK  AND 

TENUKK 

Report  in  this  part  only  persons  who  are 
members  of  the  faculty  as  defined  in  the  Ap¬ 
pendix.  Count  an  employee  only  once.  These 
will  be  reported  by  teniure  status. 

A.  Tenured 

Report  by  sex  and  race/ethnic  designatlcm 
the  number  of  persons  who  have  tenxne 
status  within  the  institution  in  each  of  the 
academic  ranks  shown  in  lines  1  through  6. 
Total  employees  on  line  7. 

In  reporting  the  number  of  persons  with 
academic  rank  and  tenure,  use  the  institu¬ 
tion’s  criteria  or  requirements  for  either  not¬ 
withstanding  the  fact  that  the  policy  used 
by  the  institution  may  be  different  from  that 
which  meets  or  refers  to  a  national  set  of 
principles. 

B.  Nontenured  on  track 

Report  by  sex  and  race/ethnic  designation 
the  number  of  persons  who  are  non  tenured 
but  are  in  positions  which  lead  to  considera¬ 
tion  for  tenure  in  each  of  the  academic  ranks 
shown  in  lines  8  through  13.  Total  employees 
on  line  14. 

C.  Other  nontenured 

Report  by  sex  and  race/ethnic  designation 
the  number  of  persons  who  are  in  non  ten¬ 
ure  earning  poslticms  in  each  of  the  aca¬ 
demic  ranks  or  their  equivalents  shown  in 
lines  15  through  20.  Total  employees  on  line 
21. 

PART  IV — OTHER  EMPLOYMENT  DATA  PART-TIME 

Report  in  lines  1  through  7  the  number  of 
employees  m  their  respective  activities  who 
work  for  a  length  of  time  in  a  day,  week,  etc., 
defined  by  the  instltuticm  as  part-time  em¬ 
ployment.  Do  not  Include  temporary,  part- 
time  employees  such  as:  (1)  students  who 
are  hired  to  help  at  registration  time  or  to 
work  in  the  bof^tmw  for  a  day  or  two  at 
the  start  of  the  quarter  or  whose  work  sched¬ 
ules  are  only  tor  a  few  hours  of  the  day  or 
week,  (2)  persons  who  volimteer  or  donate 
their  services  to  the  institution  on  a  part- 
time  basis,  (3)  persons  who  may  be  paid  from 
other  than  the  institution’s  payroll,  and  (4) 
graduate  student  Instructors. 

Report  the  part-time  faculty  by  Tenured, 
Non  Tenured  on  Track,  and  Other  Non  Ten¬ 
ured.  Report  Total  Part  lime  on  line  8. 

New  hires — Omit  this  section  in  1975 

Report  in  lines  9  through  16  the  number 
of  full-time  employees  in  the  respective  ac¬ 
tivities  who  were  included  in  the  payroll  for 
the  first  time  between  July  1,  1977  and  Sep¬ 
tember  30,  1977  and  every  survey  year  there¬ 
after,  and  who  also  are  Included  in  Section 
II  A  w  n  C.  These  are  persons  who  were  hired 
fot.full-time  employment  for  the  first  time  or 
after  a  break  in  service.  Do  not  include  as 
new  hires  persons  who  have  returned  from 
sabbatical  leave  or  full  time  employees  with 
less  than  9-10  month  contracts.  Report  the 
newly  hired  faculty  for  full-time  employment 
separately  tor  tenured,  non  tenured  on  track, 
and  other  non  tenured. 

Certification 

The  report  must  be  oertified  and  signed  by 
an  official  ot  the  institution  or  reporting  unit 
responsible  for  the  information. 


Appendix  II 

1.  DEFINITIONS  APPLICABLE  TO  ALL  EMPLOYERS 

a.  ‘‘Commission"  refers  to  the  Equal  Em¬ 
ployment  Opportunity  Commission  estab¬ 
lished  under  Title  VII  of  the  Civil  Rights  Act 
of  1964. 

b.  “OFCC”  refers  to  the  Office  of  Federal 
Contract  Compliance,  0.8.  Department  of 
Labor,  established  to  implement  Executive 
Order  11246  (as  amended) . 

c.  “OCR”  refers  to  the  Office  for  Civil 
Rights  of  the  Department  of  Health,  Educa¬ 
tion,  and  Welfare  established  to  enforce  Title 
VI  of  the  Civil  Rights  Act  of  1964  (P.L.  88- 
362),  Title  IX  of  the  Education  Amendments 
of  1972  (P.L.  92-318),  the  Comprehensive 
Health  Manpower  Training  Act  of  1971  (P.L. 
92-157),  as  amended  by  Public  Law  93-348, 
and  the  Nurse  Training  Act  of  1971  (PJj.  92- 
168). 

d.  “Higher  Education  Reporting  Commit¬ 
tee”  is  a  committee  representing  the  Com¬ 
mission,  OCR  of  HEW,  and  OFCC  for  the 
purpose  of  administering  this  report  system. 

e.  “Single-Campus  Institution”  A  single 
campus  (or  single  building  or  structure)  with 
a  single  administrative  body. 

f.  “Main  Campus”  In  those  institutions 
consisting  of  a  main  campus  and  one  or  more 
branch  campuses,  the  main  campus  (some¬ 
times  called  the  parent  institution)  is  usually 
the  location  of  the  core,  primary,  or  most 
comprehensive  program.  Unless  the  Institu¬ 
tion-wide  or  central-administrative  office  of 
such  institutions  is  reported  to  be  at  a  dif¬ 
ferent  location,  the  main  campus  is  also  the 
location  of  the  central-administrative  office. 

g.  “Branch  Campus”  A  campus  of  an  insti¬ 
tution  of  higher  education  which  is  organized 
on  a  relatively  permanent  basis  (i.e.,  has  a 
relatively  permanent  administration),  which 
offers  an  organized  program  or  programs  of 
academic  work  of  at  least  2  years  (as  opposed 
to  courses),  and  which  is  located  in  a  com¬ 
munity  different  from  that  in  which  its  par¬ 
ent  institution  is  located.  Being  in  a  com¬ 
munity  different  from  that  of  the  parent 
institution  means  that  a  branch  is  located 
beyond  a  reasonable  commuting  distance 
from  the  main  campus  of  the  parent  institu¬ 
tion. 

h.  “Administratively  Equal  Campus  of  a 
Multicampus  Institution”  A  reporting  unit 
separately  administered  which  can  not  be 
classified  as  a  branch  campus  and  which  is 
located  within  the  boundaries  of  the  com¬ 
munity  in  which  the  multicampus  is  located. 

I.  “Separate  Administrative  Office  of  a  Mul¬ 
ticampus  Institution”  The  central  adminis¬ 
tration  or  single  administrative  body  of  a 
Multicampus  Institution  which  sets  the  or¬ 
ganization-wide  policies,  determines  budget¬ 
ary  and  other  administrative  requirements, 
but  whose  personnel  can  not  be  properly  in¬ 
cluded  in  the  report  of  a  specific  institution 
(or  other  reporting  unit) . 

J.  “Separate  Administrative  Office  of  an 
Institutional  System”  The  central  adminis¬ 
tration  or  single  administrative  body  of  an 
Institutional  System  which  sets  the  organiza- 
tlon-wlde  policies,  determines  budgetary  and 
other  administrative  requirements,  but  whose 
personnel  cannot  be  properly  Included  in  the 
report  of  a  qieclfic  institution  (m-  other  re¬ 
porting  unit). 

k.  “Institutional  System”  A  complex  of 
two  or  more  institutions  of  higher  education, 
each  separately  organized  or  mdependently 
complete,  under  the  control  at  supervision 
of  a  single  administrative  body. 

l.  “Multi-Campus  Institution”  An  organi¬ 
zation  bearing  resemblance  to  an  Institu- 
tional  system,  but  unequivocally  designated 
as  a  single  institution  with  either  of  two 
organizational  structures:  (1)  an  institution 
having  two  or  more  campuses  responsible  to 
a  central  administration  (which  central  ad- 
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mlaUtratlon  may  or  may  not  be  located  on 
one  of  the  admlnlatratlvely-equal  campuses) 
or  (3)  an  Instltuttcm  having  a  main  campus 
with  one  or  more  branch  campuses  attached 
to  It. 

m.  "Other”  It  Is  possible  that  a  reporting 
unit  may  not  fall  within  any  of  the  above 
categories.  Use  "Other”  in  such  cases  and 
specify  for  future  use  by  EBOC. 

n.  "Btnployer”,  under  Section  701  (b) ,  Title 
vn  of  the  Civil  Bights  Act  of  1964  as 
amended  by  the  Equal  Employment  Oppor¬ 
tunity  Act  of  1072  means  a  person  engaged 
In  an  Industry  affecting  c<Mnmerce  who  has 
fifteen  or  more  employees  for  each  working 
day  In  each  cff  twenty  or  more  calendar 
weeks  In  the  current  or  preceding  calendar 
year,  and  any  agent  of  such  a  person,  but 
such  term  does  not  Include  the  United 
States,  a  corporation  wholly  owned  by  the 
Government  of  the  United  States,  an  Indian 
tribe,  or  any  department  or  agency  of  the 
District  of  Ocdtunbla  subject  by  statute  to 
procedures  of  the  competitive  service  (as 
defined  in  Section  2102  of  Title  6  of  the 
United  States  Code),  or  a  bona  fide  private 
membership  club  (other  than  a  labor  organi¬ 
zation)  which  is  exempt  from  taxation  under 
Section  501(c)  of  the  Internal  Revenue  Code 
of  1954. 

o.  "Employee”  means  any  Individual  on 
the  payroll  of  an  employer  who  is  an  em¬ 
ployee  for  purposes  of  the  employer’s  with¬ 
holding  of  Social  Security  taxes  except  in¬ 
surance  salesmen  who  are  considered  to  be 
employees  for  such  purposes  solely  because 
of  the  provisions  of  Section  3121(d)(3)(b) 
of  the  Internal  Revenue  Code.  The  term 
"employee”  SHALL  NOT  Include  persons  who 
are  hired  on  a  casual  basis  for  a  specified 
time,  or  tor  the  duration  of  a  specified  job, 
and  work  on  remote  or  scattered  sites  or 
locations  where  it  is  not  practical  or  feasible 
for  the  employer  to  make  a  visual  survey  of 
the  work  forces  within  the  report  period; 
for  example,  persons  at  a  construction  site 
whose  employment  relationship  is  expected 
to  terminate  with  the  end  of  the  employee’s 
wwk  at  the  site;  persons  temporarily  em¬ 
ployed  in  any  Industry  other  than  construc¬ 
tion,  such  as  seamen,  longshoremen,  waiters, 
movie  extras,  agricultural  laborers,  lumber¬ 
men,  etc.,  who  are  obtained  through  a  hiring 
hall  or  other  referral  arrangement,  through 
an  employee  contractor  or  agent,  or  by  some 
individual  hiring  arrangement;  or  persons 
on  the  payroll  of  a  temporary  service  agency 
who  are  referred  by  such  agency  for  work  to 
be  performed  on  the  premises  of  another 
employer  under  that  employer’s  direction 
and  contrcd.  ‘ 

It  is  the  opinion  of  the  General  Counsel  of 
the  Commission  that  Section  702,  Title  VII 
of  the  Civil  Rights  Act  of  1964,  as  amended, 
does  not  authcurize  a  complete  exemption 
of  religious  organizations  from  the  coverage 
of  the  Act  or  of  the  reporting  requirements 
of  the  Commission.  ’The  exemption  for  re¬ 
ligious  organizations  applies  to  discrimina¬ 
tion  the  basis  of  religion.  Therefore,  since 
the  KB(>-6  form  does  not  provide  for  Informa¬ 
tion  as  to  the  religion  of  employees,  religious 
organizations  must  report  all  information 
required  by  this  form. 

p.  "PICE  CODE”  ’The  Federal  Interagency 
Committee  of  Educaticm  (PICE)  code  is  an 
unstructured  number  unique  for  each  In¬ 
stitution.  ’The  assignment  of  this  number 
to  reporting  units  for  data  processing  p\ir- 
posee  by  the  EEOC  win  be  done  following 
the  guidelines  provided  for  Its  use  by  the 
National  Oentw  of  Eduoatloa  Btatlstlos  of 
HEW.  For  Hurthsr  explanation  of  the  assign¬ 
ment  of  the  nCB  code  please  refer  to  the 
Rl^iar  Sduoatton  Dtaeototy  1973-74  of  the 
Departmei^  of  Health.  Education,  and  Wel- 
fara. 


RULES  AND  REGULATIONS 

X.  ikcriMrnoNs  applicablx  only  to  govern - 

MXMT  OONTaACTOXS  SUBJECT  TO  EXECX7TIVX 

OBOEB  iiass 

a.  "Order”  means  Executive  Order  11246, 
as  amended. 

b.  “Contract”  means  any  agreement  or 
modification  thereof  between  any  contract¬ 
ing  agency  and  any  person  for  the  furnish¬ 
ing  of  supplies  or  services  or  the  use  of  real 
or  personal  pr<^rty,  including  lease  arrange¬ 
ments. 

c.  “Prime  Contractor”  means  any  employer 
having  a  Government  cmitract  or  any  fed¬ 
erally  assisted  construction  contract,  or  any 
enq>loyM'  serving  as  a  depository  of  Federal 
Government  funds. 

d.  “Subcontractor”  means  any  employer 
having  a  contract  with  a  prime  contractor  or 
another  subcontractor  calling  for  supplies  or 
services  required  for  the  performance  of  a 
Goveriunent  contract  or  federally  assisted 
construction  contract. 

e.  "Contracting  Agency”  means  any  depart¬ 
ment,  agency  and  establishment  in  the  Exec¬ 
utive  Branch  of  the  Government,  including 
any  wholly  owned  Government  corporation, 
which  enters  into  contracts. 

f.  "Administering  Agency”  means  any  de¬ 
partment,  agency  and  establishment  in  the 
Executive  Branch  of  the  Government,  includ¬ 
ing  any  wholly  owned  Government  corpora¬ 
tion,  which  administers  a  program  Involving 
federally  assisted  construction  contracts. 

g.  “Compliance  Agency”  means  the  agency 
designated  by  the  Director  of  the  Office  of 
Federal  Contract  Compliance  to  conduct  com¬ 
pliance  reviews  and  to  undertake  such  other 
responsibilities  in  connection  with  the  ad¬ 
ministration  of  Executive  Order  11246,  as 
amended,  as  the  Director  may  determine  to 

.be  appropriate. 

3.  RESPONSIBILniES  OF  PRIME  CONTRACTORS 

a.  At  the  time  of  an  award  of  a  subcontract 
subject  to  these  reporting  requirements,  the 
prime  contractor  shall  inform  the  subcon¬ 
tractor  of  its  responsibility  to  submit  annual 
Information  reports  in  accordance  with  these 
instructions  and,  where  necessary,  provide 
the  subcontractor  with  report  forms  which 
it  shall  obtain  from  its  Compliance  Agency. 

b.  If  prime  contractors  are  required  by 
their  Compliance  Agencies,  or  subcontractors 
by  their  prime  contractors,  to  submit  notifi¬ 
cation  filing,  they  shall  do  so  by  ordinary 
correspondence.  However,  such  notification 
is  not  required  by  and  should  not  be  sent  to 
the  reporting  committee. 

4.  RACX/BTHNIC  IDENTIFICATION 

An  employw  may  acquire  the  race/ethnic 
Information  necessary  tor  this  section  either 
by  visual  surveys  of  the  work  force,  or  from 
post-employment  records.  Since  visual  sur¬ 
veys  are  permitted  the  fact  that  race/ethnio 
Identifications  are  not  present  on  post-em¬ 
ployment  records  is  not  an  excuse  for  failure 
to  provide  the  data  called  for. 

Moreover,  the  fact  that  employees  may  be 
located  at  different  addresses  does  not  pro¬ 
vide  an  acceptable  reason  for  failure  to  com¬ 
ply  with  the  reporting  requirement.  In  such 
cases,  it  is  recommended  that  visual  surveys 
be  conducted  for  the  employer  by  persons 
such  as  supervisors  who  are  responsible  for 
the  work  of  the  employees  or  to  whom  the 
employees  report  for  Instructions  or  other¬ 
wise. 

Please  note  that  conducting  a  visual  sur¬ 
vey  and  keeping  post-employment  Records 
of  the  race  or  ethnic  origin  is  legal  In  all 
jurisdictions  and  under  all  Federal  and  State 
laws.  State  laws  prohlbittng  Inquiries  and 
recordkeeping  as  to  raoe,  etc.,  relate  only  to 
applicants  for  jolM.  not  to  employees. 

’The  concept  at  race  as  used  by  the  Equal 
Employment  Opportunity  Oommlaskm  does 
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not  denote  clearcut  scientific  definitions  of 
anthropological  origins.  For  the  purpose  of 
this  report,  an  employee  may  be  include  in 
the  group  to  which  he  or  she  appears  to 
belong,  identifies  with,  or  is  regarded  in  the 
community  as  belonging.  However,  no  person 
should  be  counted  in  more  than  one  race/ 
ethnic  category. 

’The  five  race/ethnic  categories  are  defined 
as  follows: 

1.  White  (not  of  Hispanic  origin) :  All  per¬ 
sons  having  origins  in  any  of  the  original 
peoples  of  Europe,  North  Africa,  the  Middle 
East,  or  the  Indian  subcontinent. 

2.  Black  (not  of  Hispanic  origin) ;  All  per¬ 
sons  having  origins  in  any  of  the  black 
racial  groups. 

3.  Hispanic :  All  persons  of  Mexican,  Puerto 
Rican.  Cuban,  Central  or  South  American, 
or  other  Spanish  culture  or  origin,  regardless 
of  race. 

4.  Asian  or  Pacific  Islanders;  All  persons 
having  origins  in  any  of  the  original  peoples 
of  the  Far  East,  Southeast  Asia,  or  the  Pacific 
Islands.  This  area  includes,  for  example, 
China.  Jiqian,  Korea,  the  Philippine  Islands, 
and  Samoa. 

5.  American  Indian  or  Alaskan  Native:  All 
persons  having  origins  in  any  of  the  original 
peoples  of  North  America. 

S.  PRIMARY  OCCUPATIONAL  ACTIVITY 

a.  Executive,  administrative  and  managerial 

Include  all  persons  whose  assignments  re¬ 
quire  primary  (and  major)  responsibility  for 
management  of  the  institution,  or  a  custo¬ 
marily  recognized  department  or  subdivision 
thereof.  Assignments  require  the  perform¬ 
ance  of  work  directly  related  to  management 
policies  or  general  business  operations  of  the 
institution  department  or  subdivision,  etc. 
It  is  assumed  that  assignments  in  this  cate¬ 
gory  customarily  and  regularly  require  the 
incumbent  to  exercise  discretion  and  inde¬ 
pendent  judgment,  and  to  direct  the  work 
of  others.  Report  in  this  category  all  officers 
holding  such  titles  as  President,  Vice  Presi¬ 
dent,  Dean,  Director,  or  the  equivalents,  as 
well  as  officers  subordinate  to  any  of  these 
administrators  with  such  titles  as  Associate 
Dean.  Assistant  Dean,  Executive  Officers  of 
academic  departments  (chairmen,  beads,  or 
the  equivalent)  if  their  principal  activity  is 
administrative. 

Note:  Supervisory  personnel  of  the  tech¬ 
nical,  clerical,  craft,  and  service/maintenance 
force  will  be  reported  within  the  specific 
categories. 

b.  Faculty 

Include  all  persons  whose  specific  assign¬ 
ments  customarily  are  made  for  the  purpose 
of  conducting  instruction,  research,  or  pub¬ 
lic  service  as  a  principal  activity  (or  activi¬ 
ties),  and  who  hold  academic-rank  titles  of 
professor,  associate  professor,  assistant  pro¬ 
fessor,  instructor,  lecturer,  or  the  equivalent 
of  any  one  of  these  academic  ranks.  Report 
In  this  category  Deans,  Directors,  or  the 
equivalents,  as  well  as  Associate  Deans,  As¬ 
sistant  Deans,  and  executive  officers  of  aca¬ 
demic  departments  (chairmen,  heads,  or  the 
equivalent)  If  their  principal  activity  is  In- 
structonal.  Do  not  include  student  teaching 
or  research  assistants. 

c.  Professional  non/aeulty 

Include  In  this  category  persons  whose  as¬ 
signments  would  require  either  college 
gradution  or  experience  of  such  kind  and 
amount  as  to  provide  a  comparable  back¬ 
ground.  Included  would  be  all  staff  members 
with  assignments  requiring  afpedalized  pro¬ 
fessional  training  who  should  not  be  reported 
under  Activity  1  (Executive)  or  Activity  2 
(Faculty),  and  who  should  not  be  elasslfled 
under  any  of  the  four  "nonprofesslonal” 
categc^es  of  actlTltles. 
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d.  Clerical  and  secretarial 

Include  all  persons  whose  assignments 
typically  are  associated  with  clerical  activi¬ 
ties  or  are  specifically  o(  a  secretarial  nature. 
Include  personnel  who  are  responsible  for 
Internal  and  external  communications,  re¬ 
cording  and  retrieval  of  data  (other  than 
computer  programmers)  and/or  Information 
and  other  paper  wcn-lc  required  In  an  office, 
such  as  bookkeepers,  stenographers,  clerk 
typists,  office-machine  operat<»s,  statistical 
clerks,  payroll  clerks,  etc.  Include  also  sales 
clerks  such  as  those  employed  full-time  In 
the  bookstore,  and  library  clerks  who  are  not 
recognized  as  librarians. 

e.  Technical  and  parapro/essionals 

Include  all  persons  whose  assignments  re¬ 
quire  specialized  knowledge  or  skills  which 
may  be  acquired  ttirough  experience  or  aca¬ 
demic  work  such  as  Is  offered  In  many  2-year 
technical  Institutes,  Jxmlor  colleges  or 
through  equivalent  on-the-Job  training.  In¬ 
clude  con^uter  programmers  and  operators. 


RULES  AND  REGULATIONS 

draftsmen,  engineering  aides.  Junior  engi¬ 
neers,  mathematical  aides,  licensed,  practical 
or  vocational  nurses,  dietitians,  photog- 
nq>hers,  radio  operatcMrs,  sdentlflc  assistants, 
technical  Illustrators,  technicians  (medical, 
dental,  electronic-physical  sciences),  and 
similar  occupations  not  pn^rly  classifiable 
In  other  occupational-activity  categories  but 
which  are  Institutionally  defined  as  technical 
assignments. 

Include  persons  who  perform  some  of  the 
duties  of  a  professional  or  technician  In  a 
supportive  role,  which  tuually  require  lees 
fcHmal  training  and/or  experience  normally 
required  for  professional  or  technical  statiu. 
Such  positions  may  fall  within  an  Identified 
pattern  of  staff  development  and  promotion 
under  a  "New  Careers"  concept. 

/.  SkilUd  crafU 

Include  all  persons  whose  assignments 
typically  reqtilre  special  manual  skills  and  a 
thorough  and  comprehensive  knowledge  of 
the  processes  involved  in  the  work,  acquired 
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through  on-the-Job  training  and  experience 
or  through  apprenticeship  or  other  formal 
training  programs.  Include  mechanics  and 
repairmen,  electricians,  stationary  engineers, 
skilled  machinists,  carpenters,  compositors 
and  type-setters. 

g.  Service/maintenance 
Include  persons  whose  assignments  re¬ 
quire  limited  degrees  of  previously  acquired 
skills  and  knowledge  and  In  which  workers 
perfcam  duties  which  result  In  or  contribute 
to  the  comfort,  convenience  and  hygiene  of 
personnel  and  the  student  body  or  which 
contribute  to  the  upkeep  and  care  of  build¬ 
ings,  facilities  or  grounds  of  the  Institutional 
propnty.  Include  chauffeurs,  laundry  and  dry 
cleaning  operatives,  cafeteria  and  restaurant 
workers,  truck  drivers,  bus  drivers,  garage 
lab<H%rs,  custodial  personnel,  gardeners  and 
groundskeepers,  refuse  collectors,  construc¬ 
tion  laborers,  security  personnel. 
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Guide  to  Record  Retention 
Requirements 

[Revised  as  of  January  1,1975] 


This  useful  reference  tool  is  designed 
to  keep  businessmen  and  the  general 
public  informed  concerning  the  many 
published  requirements  in  Federal  laws 
and  regulations  relating  to  record 
retention. 

The  87-page  “Guide”  contains  over 
1,000  digests  which  tell  the  user  (1) 
what  type  records  must  be  kept,  (2) 
who  must  keep  them,  and  (3)  how  long 


they  must  be  kept.  Each  digest  carries 
a  reference  to  the  full  text  of  the  basic 
law  or  regulation  providing  for  such 
retention.  . 

The  booklet’s  index,  numbering  over 
'  2,000  items,  lists  for  ready  reference 
the  categories  of  persons,  companies, 
and  products  affected  by  Federal 
record  retention  requirements. 
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